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Tutorial:	  How	  a	  Division	  Approver	  approves	  a	  Risk-‐level	  3	  Activity	  	  
	  
This	  step-‐by-‐step	  is	  for	  a	  Division	  Director,	  or	  a	  Division	  Approver.	  It	  shows	  how	  to	  approve	  
a	  risk	  Level	  3	  (high	  risk)	  activity.	  	  
	  
Overview:	  There	  are	  a	  number	  of	  roles	  that	  participate	  in	  the	  approval	  process,	  shown	  
below.	  The	  Division	  Approver	  provides	  the	  final	  approval.	  Once	  approved	  the	  Activity	  is	  
active	  which	  allows	  supervisors	  the	  ability	  to	  approve	  their	  worker’s	  participation	  which	  
then	  allows	  workers	  to	  accept	  the	  condition	  of	  their	  work	  activity	  authorization.	  
	  

	  
	  
Getting	  Started:	  You	  will	  be	  notified	  by	  email	  when	  you	  need	  to	  approve	  an	  Activity.	  The	  
email	  will	  be	  from	  the	  Activity	  Manager	  system	  and	  explain	  that	  you	  have	  a	  Risk-‐level	  3	  
Activity	  to	  approve.	  This	  email	  will	  include	  a	  link	  that	  takes	  you	  to	  the	  Activity	  Summary	  
Page.	  	  
	  
Step	  1:	  Locate	  the	  Activity	  Authorization	  Notification	  
After	  you	  login	  into	  Activity	  Manager	  you	  will	  see	  the	  “My	  Work	  Page.”	  This	  page	  lists	  all	  of	  
your	  notifications.	  “(I)”	  indicates	  the	  notification	  is	  informational.	  “(A)”	  indicates	  the	  
notification	  requires	  action.	  NOTE:	  In	  some	  cases	  you	  may	  receive	  a	  targeted	  email	  
notification	  that	  bypasses	  this	  “My	  Work”	  page	  and	  takes	  you	  directly	  to	  step	  2.	  Please	  
follow	  the	  numbered	  steps	  below.	  
	  

	  
	  
	  
	  



EHS	  Training.	  V1	  3/11/2015	   	   	   Page	  2	  

Step	  2:	  Review	  the	  Activity	  Summary	  and	  Description	  of	  Work	  
The	  Activity	  Summary	  page	  provides	  general	  information	  about	  the	  Activity	  and	  provides	  
access	  to	  the	  Statement	  of	  Work,	  the	  Hazards	  and	  Controls.	  The	  description	  of	  Work	  is	  
written	  by	  the	  Activity	  Lead,	  with	  input	  from	  EHS	  Liaison	  and	  the	  applicable	  subject	  matter	  
experts.	  It	  is	  also	  reviewed	  by	  the	  Division	  Safety	  Coordinator.	  Please	  follow	  the	  steps	  
below.	  
	  

	  
	  
	  
Step	  3:	  Review	  the	  Hazards	  	  
Now	  that	  you	  have	  reviewed	  the	  Description	  of	  Work,	  the	  next	  step	  is	  to	  review	  the	  hazards.	  
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Step	  4:	  Review	  the	  Controls	  	  
Now	  that	  you	  have	  reviewed	  the	  description	  of	  work	  and	  understand	  the	  hazards	  associated	  
with	  the	  work,	  select	  “Controls”	  to	  review	  the	  methods	  used	  to	  control	  the	  hazards.	  	  	  
	  

	  
	  
Step	  5:	  Approve	  the	  Activity	  
The	  last	  step	  is	  to	  approve	  the	  Activity	  by	  Clicking	  “Choose	  an	  Action,	  and	  “Approve	  
Activity.”	  

	  

	  
	  
After	  you	  approve	  the	  Activity,	  the	  Activity	  is	  Active	  (ready	  to	  go).	  Supervisors	  can	  then	  
approve	  their	  staff’s	  participation	  on	  the	  Activity,	  and	  workers	  can	  then	  accept	  the	  
conditions	  of	  their	  Activity	  Authorization.	  	  
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If	  you	  have	  additional	  Activities	  that	  require	  your	  approval,	  click	  the	  “Home”	  button	  to	  
return	  to	  the	  home	  page,	  and	  then	  locate	  the	  action-‐required	  notification	  for	  the	  other	  
activity(s)	  that	  need	  your	  approval,	  as	  shown	  below.	  
	  

	  


